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lO.‘What is the function of the office in which thls record series is created?
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The Laboratory‘Unzt under the direction of Chilef, 1s responsible for performing
bacteriological, chemical, and immological tests for diseases or abnormalities om

a variety of specimens (prlmarmly from humsns) received from throughout the state.

It 1s also responsible for the evaluation, improvement and licensure of other labor-
atories in the state, The Unit accomplished these gosls by the testing of specimens
thru the activities of the Diagnostic Service Iaboratories, and formmlates policies
and standards of performance for the evaluation, training and licensure of clinical
laboratories.
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13. Ts this the Record Copy of the series? _ ' ] I[]
14. Is there a duplication of this sefies in another office or agency9 117 -D(]
15. Is the information contained in this series ever summarized or publlshed9 S J\r ] K]
Attach copy of summary or publlcatlon. See attached sheet ... ..
16. Does the seriés contain classified information requiring security handllng9 D(] [ 1
Confidential medical record - Georgia Health Code; Taboratory Iicénsure Law,Section LU-P 5
7. Does the serles 1n1t1ate, amend or terminate agency policies and procedures* . ._[ ] P(]
18. Could the functlon be performed if the files were lost or destroyed? [Z@ [ 1]
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[ ] Transfer to State Archives for permanent retentlon
[ ] Destroy immediately after cut-off.
[ 1 other: (specify)
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Rétention

Appl.
No.

73908

1B-208 A

- for syphilis or the Rh factor.

75207

9720

Records 4

Division of Physical Health

. Laboratory Unit

Déscription

PARASITOLOGY TEST REPORT FILE
Documents relating to the testing of
various specimensg- for parasitic in-
festations. This includes, but is not
limited to, test reports on feces,
urine, and varions body flulds, and
asgsorted reference and working papers.

File is arranged alphabetically by year,

by requestor, then by date of test.

ROUTINE SEROLOGY TEST REPORT FIIE
Documents relating to the testing of
blood samples submitted for testing
This
includes, but if not limited to:
VDRL test for syphilis, FTA-ABS test
for syphilis, Rh factor test, and
agsorted reference and working peapers.
File is arranged alphabetically by
county, by year, by requestor, then "
by date of test,

PEENYIKETONURIA (PKU) TEST REPORT FILE
Documents relating to the testing of
blood samples for metabolic disfunc-
tions., This includes,but is -not lim-
ited to; reports on blood specimen
gsubmitted for testing on the FPKU
factor, and assorted reference and
working papers. File is arranged
alphabetically by county, by request-
or, and by date of test., ‘

TUBERCULOSTS TEST REPORT FILE
Documents relating to the testing of
body fluids for evidence of tubercular
organisms. This includes, but is not
limited to, microscopic and cultural
examinations for drug sensitivity, and
assorted reference and working peapers.
File is sasrranged alphabeticelly by
county, by requestor, and by date of
test.

s

-

Jaruary 1, 1973

Cut off file at end of each
calendar year., Hold in CFA
for 1 year, then transfer to
State Records Center and

hold for 1 year, then destroy.

"Cut off file at’end of each

celendar year. Hold in CFA
for 1 year, then transfer to
State Records Center for one
year; then destroy.

Same as above,

Amend.d 59/82
T3-209-H

Same as above.
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Retention Records ¢ January 1, 1973

Division of Physical Health
Laboratory Unit

Appl. . . g
No, Description Disposition

¢5 -2 // FOOD MICROBIOLOGY TEST REPORT FIIE Same as &bove,
Documents relating to the report of
test of food cultures to determine
the presense of pathogenic organisms.
This inecludes, but is not limited to:
reports of tgst of specimens, and
assorted reference and working papers.
File is arranged alphabetically by
county, by requestor, by date of test.

777 /j GONCRRHEA CULTURE TEST REPORT FILE ' Seme as above.
Documents relating to the reports of
‘ test for gonorrhes. This includes;
4/“)& test reports, correspondence relating
to media checks, culture reports, and

M medical personnel inquiries, TFile is

requestor, by date of test,
Additional coples filed elsewhere should
follow same disposition instructions.

\ 4\{ arranged glphabetically by county, by

BLOOD SUGAR DETERMINATICN TEST REPORT Same as above,
7723 FriE

Documents relsting to the reports of

quantitative testing of blocd specimens

for glucose. This includes, but im not

limited to: reports of laboratory test,

assorted reference and working papers.

File is arranged alphabetically by county,

by requestor, by date of test.

- ABNORMAL HEMOGIOBIN TEST REPORT FILE - Same as above.
73 ’2/ f/ Documents relating to the testing of
blood specimens for the presence of
abnormal hemoglobins. This inecludes
~ reports of test, assorted reference and
B working papers. File is arranged
g alphabetically by year, by county, by
requestor, then by date of test,




Retention Records ¢ oy 1, 1973
Division of Physical Health B
' Leboratory Unit ‘

Appl. . ' ;
No. Description Digposition

32-)/5  BACTERIOLOGY TEST REPORT FILE Seme as Above
Documents relating to the report-
ing of test to identify pathogenic
bacteris and fungli. This includes
reports of test, and assorted re-
ference and working papers. File
is arranged alphsbetically by
county, by requestor, then by date
of test.

73 }/4 VIROLOGY TEST REPORT FILE, ' Cut off at end of each calendar
‘ Documents relating to the report- year, hold in CFA for 2 years;

ing of laboratory test for viral then destroy.
infections. This inecludes, but
is not limited to: reports of
test for rabies, mumps, infectious T3-2-B I/e]82
mononuclepsis, - ete, and assorted
reference and working papers.
File is arranged alphabetically.

3

772 /7MEDIA AND REAGENT REQUISTION FILE Cut off anmually and destroy.
Documents relating to preparation Earlier destraction is author-
of test media and reagents for use ized.
in the various diagostic labora-
tories. This includes, but is not
limited to: unit requistion' forms,
mark sensitivity sheet, computer
printout, and related papers.

Records will be shipped yearly by departmental truck to the Atlanta
office for destruction. Number nine (9) card board boxes will be
used for shipment, Inventory and volume control measures will be
utilized to insure confidential nature. '




Retention Records

Division of Physical Health
' Laboratory Unit

Appl. :
No. Description

27,2 /f AICOHOL RECEIPT AND DISTRUBUTION FILE
7 Documents relating to the receipt and

distribution of tax-free ethyl alecohol.
This includes, copies of receipt of
ethyl alcohol from supplier, records
of distributidn for use, monthly sum-
mary of distribution, and annual us-
age sumngry of distribution. iFile is
arranged by month, by year.

LICENSED LABORATORY DIRECTOR APPLICA-

73217 TION FILE
Documents relating to the application
for licensure of clinical laboratory
director. This includes, but is nct
limited to; application for licensure
and related correspondence. File is
arranged alphabetically by name of
applicant.

TABORATORY PROFICTENCY TEST REPORT
73-277 F1IE  (State conducted)
Documents relating to the testing for
laboratory proficiency and the analy-
sis of results of State conducted test
categories. This includes, but is not
limited to, test for Bacteriology,
Mycobactericlogy, mycology, PKU,
Rebella, Syphilis serdlogy. File is
arranged chronologically by test
category.

Tlfa%Z/ LABORATORY PROFICIENCY TEST REPORT FIIE
(State approved)
Documents relating to the testing for
laboratory proficiency and the analysis
of results of State approval test con-
ducted by non-State agencies, such as
College of American Pathologyist, ete.
This includes, but is not limited to;
test for chemical chemistry, hemotology,
clinieal microscopy, imunohemotology,
ete, File is arranged categorically by
type of test.

January 1, 1973°

Disposition

Cut off at end of each calendar
year, hold in CFA for 3 years;
then destroy. (code of Federal
Regulations Title 26, Section
213 page 175)

'Upon termination of license,

place in inactive file and hold
in CFA for 2 years; then destroy.

cut off at end of each calendar
year; hold in CFA for 1 year,
then destroy. Earlier destruc-
tion is authorized.

Rescind«d by D-7a-7

Same as above.




Retention Records /

Appl.
No.

7322

77-22¢

Division of Physical Health

. Laboratory Unit

Descrigtion

LABORATORY WORKSHOP TRAINING FIIE
Documents relating to organizing
training workshops for laboratory
personnel, This includes, but is
not limited to, applications for
workshop traiming, listing of app-
licants, and attendees, piletures of
participates, correspondence re-
lsting to workshopstraining, train-
ing ewvaluation sheets, and listing
of items neéded for workshop train-

ing.

STATE LABORATORY LICENSURE FIIE .
Documents relating to the application
for licensure of laboratories through-
out the state. This includes, but is
not limited to: epplication for licen-
sure and related correspondence, File
is arranged alphabetically by classifi-
cation, i.e, hospitel based, private,
public health, premarital syphilis ser-
ology, and thereunder alphabetically by
name of laboratory.

STATE IABORATORY LTICENSURE SURVEY FILE
Documents relating to laboratory surveys
and quality control checks of internal
operations and lasboratory procedures.
This includes, but is not limited to,
State licensure inspection survey forms,

copies of participating medicare hospital -

laboratory survey reports, private lab-
oratory medicare inspection reports and
current laboratory personnel listing.
File is arranged alphabetically by class-
ification, ie hospital based private,
rublic health, premarital syphilis ser-
ology, and thereunder by name of lab-
oratory.

i

Janvary 1, 1973

’

Disposition

Cut off end off fiscal year,
hold in CFA for 3 years; then
destroy.

Upon termination of licenses;
place in inactive file, hold
until end of calendar year;
then destroy.

Cut off at end of each calendar
year, hold 1 year; then degtroy.
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Amended by 78-3 .




